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Introduction

Welcome to WebGrants, the California Student Aid Commission’s internet based
school user interface to the Cal Grant Delivery System. The Commission has been
working hard to enhance this valuable payment tool to better meet the needs of
participating schools.

This tutorial will focus on the biggest change to WebGrants — the new

More flexible than ever, schools have literally hundreds of ways to customize their
roster display. This tutorial is made up of 9 different lessons (listed on the left of the

A New Look screen). You can click your left mouse button to advance -
Accessing through each slide. , ,
the Rost
¢ os_ - To exit the tutorial at anytime, click the <« Eack button on ‘
Searching your browser toolbar.
the Roster
S Enjoy the show and have fun, we hope you like the changes
Pepo 'ng we have made! See you on the Internet! IL
ayment
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A New Look
WHYMWIEEENSHENGESY Same and Different Old vs. New

Why did the Commission decide to make tr‘mese

changes?

Requested by schools

Introduction

S Issues we heard the most:

Accessing « “Get the “not here” students off my roster!”

the Roster - “How can | view multiple terms at the same time?”
Searching ~ “\We want to have options for viewing and sorting our
the Roster recor dS”

Reporting

meneions When will these changes take effect?
School . . .
Changes The new online roster will be ready mid to late
Custom April 2003 (date still tentative)

odes

Customizing

the Roster

Additional

Resources
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A New Look

Make Changes? SHIEERUIREENY Old vs. New

Many of the feature of the online roster will remain the same as
they were on the Legacy WebGrants System.

What’s the Same? — What’s Different?
e . Reporting payments Custom sorting &

" A New Look | . Reporting need fllte-rlng of .roster de.lta
e Rote « Adding students to f‘?:lr']ty tf[) t\rl]lewar:]nueltlple
Searching the roster e Sa €S
MeRester | . Viewing student ime
T:Z';?r:g:f payment history Ability to search the

Transactions . roster
School « Adjustment reason One roster screen
Changes codes and pay stat stead of two
%usdtom codes NS _ea 0 .
Customiaing . Error messages Option to print your
the Roster own roster
Additional

Resources
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Online Roster
A New Look

Make Changes? Same and Different ESIERERNEW.

What are some of the differences you notice? What is the same?

New WebGrants - Online Roster

Total number of records: 49 Total number of pages: 10

Update all records with custom code] Submit |
Vil display in Custormn Code 5 field)

Mig

& =
= SAVE |
Reset Values

Print Page

Housing CSAC p— . Roster
55N DOB Grant ID Cycle ID Code Dep Status  New /Ren EL Budget EFC Remain Elig Forecast Elig Section
001260040 0711381 880127497 2 D R 2 e e 225.00% 100.00% ELIGIBLE
Customn Codes |1 0 zl 3| 4 5|
Fall Term Adj Reason Codes Delete Txn
Program Award Annual Term Adj Adj Pay Annual Adj Rec
Code Type Award Amount  Amount Reason Code Heed Heed Type
Totals $1,851 §776 I vl I
B ACSS $1,551 5776 | =1 = GRT
Spring Term Adj Reason Codes Delete Txn
Program Award Annual Term Adj Adj Pay Annual Adj Rec
Code Type Award Amount  Amount Reason Code Heed Heed Type
Totals $1,851 §775 I vl I

B ACSS $1,551 5775 | | =1 = GRT

Old Legacy WebGrants — MSCA Screen

RECORDS: 1 - 5 of 33

Close Window

School Mame
PALOMAR COLLEGE

Record #
1

Student Mame 88N
ALEX, SAM A 001260040

Grant ID

Co9012797
i Rec

Cycle ID
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Make Changes? Same and Different ESIERERNEW.

Reset values fresome of the differences you notice? What is the same?
& Save button

same w WebGrants{ Total

¥ reCO rd S Total number of records: 49 Total number of pages: 10
& =
SAVE | count 12345678910 Next

print Page @~@0o0o— e T

different
Custom

| |
B ALEX , SAM A Miew History
Housing in Eli jy ~ Roster
COd es S5N DOB Grant ID Cycle ID Code Dep Status  New /Ren EL Budget EFC Remain Elig  Forecast Elig Section
dlfferent 00126 071131 Caamz7ay

R 9) g e

2 o] 225.00% 100.00% ELIGIBLE
Custom Codes IT 2 I— 3 I— 4 l— b} I—

Accessin Fall Term Adj Reason Codes Delete Txn
g Program Award Annual Term Adj Adj Pay Annual Adj P ay m e nt
the Roste r Code Type Awartd Amount  Amount  Reason Code Heed ee: Type

Reset Values

Totals $1,551 776 I vl I and need
Searching B ACSS §1,551 §776 = = fields
the Rastor Spring Term same
. Program Award Annual Term Adj Adj Pay Annual Adj
M U Itl p I e Code Type Award Amount Amount  Reason Code Need Need

TermS Totals $1,551 §775 |_L, |—
T different B ACSS §1,551 5775 | | j | j

Adj Reason Codes Delete Txn

\

School Old Legacy WebGrants + MSCA Screen

Changes RECORDS: 1 - 5 3
Customn Ao TS - |
School Name
Codes PALOMAR COLLEGE
Customizing Student Name SSN Grant ID Cycle ID Record #
BLEX, SAM & 001260040 C99012797 1
the Roster ;
Additional
Resources




V‘e SO, The Online Roster
gV LS Accessing the Roster

OPENRSIWEETY Web site  Logging In  Roster Main Menu

WebGrants is a browser based program. Start by opening your browser

application (Internet Explorer or Netscape). To use Web-
Grants, users

RUSE om must have

access to the
Internet
through an
Internet
Service

Provider (ISP)
A New Look : Saltings or Intranet

- :-E | |ink.
7] Bun. Users must

Searching also have a
the Roster ) Sht Doun. compatible
web browser
Reporting such as
Payment Netscape
Transactions (version 6.2.3 or

School higher) or

Changes Internet
Explorer

Custom (version 5.5 or
Codes higher).

Introduction

Customizing
the Roster

Additional
Resources
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Accessing the Roster

nen Browser i Roster Main Menu

Type the WebGrants web address into the address field on your browser’s
toolbar. WebGrants is
an Internet
Secured Site
and
Information is
only available
to authorized
users.

4} Welcome to California - Microsoft Internet Explorer

J File  Edit “iew Favorites Toolz Help
J GBack + = - 2 ﬁ‘ ”|JAgdress|

California Home

MY
G

womn Californiafd

4
il

N

Introduction _— %
; Welcome
S - This site is for you, the studert, parent ar school
0 0 113 Lt
A New L0°k Cal Grants \ . staff mermber, to assist your search for State, The https in
i federal, and institutional financial aid information for
Qutreach '
funding post-high school education. the add ress
Publications ’ . .
conacte Pt ) Students & Parents indicates that
STUDENT AID 3 * Find Ansvwers H
The Organization COMMISSION ﬁ T texd R — thisis a
- Link = - :
Searching e - e secured site.
Contact Us N
the Roster . & Firancial Aid Calendar

Currerit Mews and Highlights
» College Goal Sunday

Qur mission is to "make education beyond high schoal financially accessible to all
Californians." As you travel through this web site, we hope that it will provide you

Reporting

Payment with the tools necessary for youto begin a postsecondary education experience,
and azsist you in completing vour selected program. Utimately | our hope is that
Transactions through this educstional access, you will experience a higher quality social and
economic life, which wil benefit California and the rest of the world.

School
Changes

Custom
Codes

Back to Top of Page

@ 2000 State of California. Gray Davis, Governor. Conditions of Use Privacy Policy

Customizing
the Roster

Additional
Resources
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Accessing the Roster

pen Browser Web site ENSHUINENEY Roster Main Menu

Log into WebGrants by typing your user name and password into the sign-in
box (remember that user names and passwords are case-sensitive) In order to
access
F https://sandbox.csac.ca.gov/newwebgrants,/logon.asp - Microsoft Internet Explorer We bG ra ntS fo r
J File Edt ‘Wiew Favorites Tools  Help . .
J =Back v = - @ fat ‘ ”“»‘@df&ss I@ https:)fsandbos.csac.ca. gov/nevsswebgrantslogon, asp IanIry or
I - — update, your
Califoernia Student Aid Commission hool t
WebGrants System school mus
be a
Introduction i participant in
o the Cal Grant
A New Look programs and
- Welcome! Help With Your Account have a current
security
agreement on
Searching Flease enter your user name, password. IE FFTaC°"igfgﬂ%'gi2"6is§gg§rAmum: f||e Wlth the
ease call 1-916-526- ..
the Roster Vo e [ Or1:885 264 0145 Commission.
Reporting Password [ © FiT:”UCsificsciunotr:t For more
Contact your College Administrator
Payment © Browser Versions Supported: information
Transactions Internet Explorer 5.5 and higher .
Netscape 6.2 3 and higher about secu rlty
ApplelMac Computers:
School ) Results maybe unpredictable agreements
Changes for WebGrants
call 1-888-
DLELI 294-0148
Codes
Customizing
the Roster
oy -]
Additional & B [ et

Resources
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Online Roster
Accessing the Roster

pen Browser Web site L

by clicking on either the Roster link in the options box, or on the navigation
bar at the top of the page.

California Student Aid Commission tome Sign Out
WebGrants System Legacy WibGranly  GFA Fudentinfe  Schoolinfo  Boster Do Trgedfir Vg Adminigtalion  Hulp Centur

e Welcome! smenzel 1
K To the WebGrants System

. Legacy WebGrants
- GPA

Student Info
School Info

- Roster
« Data Tr:
< User Admini: on

From the WebGrants homepage, you can navigate to the Roster Main Page

B ]

WebGrants System Legacy Wl

alifornia Student Aid Commission Home Sgn Oul

pGrants  GPA Sudseiinfo  Schoolwdo [EESRN OstsTrsnsier  UserAgeminisition  Help Ceny
apster M; Customize Foste Jisplay Boste:

@ Erivacy Policy Copyright 2000-2003, California Student Aid Conmmi

Customize Roster click here
to modify the roster display by
changing data elements, sort

criteria and filter. /
Display Roster click here

to display students on the roster /

Print Roster click here to print the CSAC Standard Roster on standard
8.5”x11” paper on your default printer.

To use Web-
Grants, users
must have
access to the
Internet
through an
Internet
Service
Provider (ISP)
or Intranet
link.

Users must
also have a
compatible
web browser
such as
Netscape
(version 4.0 or
higher) or
Internet
Explorer
(version 4.0 or
higher).
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t CALIFORNIA The Online Roster

Searching the Roster

ISRt Search Field Search Results

Click on the Display Roster link on the Roster Main Page to display the Make sure

Display Roster page. that the

alifornia Student Aid Commission Horms Sign Oyl CorreCt SChOOl
WebGrants System Legacy WebGrents  GEA  Studerd Infy -'chc-"’-""laﬁl-'-'\ .. :n"mm \ration 9I3nn|:' Code is I|Sted
in the School
ID field.

© Customize Roster

& Display Roster
© Print Roster
% Rosters are
academic year

Introduction

) https://sandbox.csac.ca.gov/newwehgrants/Ruster/Roster_Display.asptid=602&mode=retrievesaction ) mEE| Sp eCIf | C
A New Look fle Edt Yew Favortes Tools Help ‘
@ b | EBack - = - @ [8) 4| ]| address [@ rips:ijsandbor conc caug JRoster_Display. a5 rieveBaction—retrieve | SeleCt the
o California Student Aid Commission Hame Sign Out - .
AcceSSing WebGrants System Legacy WebGrants G4 Studentlnfo  Schoollnfo  Simulator Data Transfer  User Administration  Help Center approp”ate
C oster ster

the Roster Display Roster Erint Roster aCademiC year
Online Roster for PALOMAR COLLEGE - 00126000 / Acad Year 2002 - 2003 from the

- v 0« EEGEIS] e <o = EETEETEE e TR oo~ N academic year
drop down
Search Rester: _ @
R rt. P Total number of records: 49 Total number of pages: 10 bOX .
epo Ing 4 SAVE 12345678910 Next
Payment Update all records with custom code] | | Subit The CSAC
Transactions (will display in Custom Code 5 field)
Housing CSAC - _ Roster Sta n d a rd
SEN DoB Grant ID Cycle ID Code Dep Status  New /Ren EL Budget EFC Remain Elig  Forecast Elig Section
z
Changes s S — will always be
Custom Totals 51581 4776 = SChOOIS NO
COdeS B Acss 51,551 e [ [ A [ = GRT .

Reset Values Print Page
Yiew History
SChOOI 001260040 0731 99012797 o R 2 e e 22500%  100.00%  ELIGIBLE Roster format
P Award  Amnual T Adj Adj P Annual  Adj Re .
Cote Ty Award Amout Amout Reason Code  Need  Need  Tyme available to
Spring Term Adi Reason Codes el T Student

Program Award  Annual  Term Adj Adj Pay  Annual Adj Rec

Customizing Code Tm;y:& A:?If:m Amﬂ:;l;a Amount Reason ,% Need Need TWE r.ecor_dS are
the Roster B eS| ek o - | filtered out of

®BLAIRING , RITCH S

A d d . t . I ssN poB GrantID  CyclelD Hg';sdt‘“ Dep Status  Mew /Ren B l;i"‘;; EFC  RemainElig Forecast Elig ;‘3;‘;’" th e Sta n d a rd
Itiona 001260024 12251 COT0AAd4d o 2 | R 3 e e 200.00%  100.00%  ELIGIBLE =l F t
Eloone e ormat.

Resources
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Custom
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Customizing
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Additional
Resources

The

Display Roster

Click the Search Roster drop down list to select a search

Online Roster

Searching the Roster

Search Results

criteria. Type the

criteria to match in the field next to the dropdown box and click the <GO> button.

< https://sandbox.csac.ca.gov/newwebgrants /Roster /Roster_Display.asp?id=602&mode=retrievefaction= - Microsoft Internek Exp

—[51]

J File Edit View Favortes Tools Help

J s Back + = - @ ﬁ ‘ ”HAgdress I@ https: jisandbox.csac, ca,gov/newwebarantsiRosterfRoster _Display, asprid=602&mode=retrievedaction=retrieve

California Student Aid Commission Huorne

WebGrants System

Legacy WehGrants GPA  Student Info School Info Simulator

Sign Out

User Adrninistration Help Center

Online Roster for PALOMAR COLLEGE - 00126000 / Acad Year 2002 - 2003

School ID = MOENINEL| Acad Year = 2002-2003MCSACStandard RDsteer GO!

Housing CSAC
SSN Cycle ID od Dep Status  Mew /Ren EL Budget EFC
001260040 a7 3i81 49012797 2 D R 2 o o
Custom Codes ¢ IW 0 2| 3| dl 5|
Fall Term Adj Reason Codes Delete Txn
Program Award Annual Term Ad) Ad) Pay Annual Ad) Rec
Code Type Award  Amount Amount  Reason Code Need Need Type
Totals 31,591 3776 -
B ACSS 41,551 5776 - - GRT
Spring Term Adi Reason Codes Delete Txn
Program Aweard Annual Term Adj Adj Pay Annual Adj Rec
Code Type Aweard Amount  Amount  Reason Code Heed Heed Twpe
Totals $1,551 8775 2
B ACSS 31,591

775 - - GRT

@BLAIRING , RITCH S

Data Transfer

Update all records with custom code] Submit

(Wil display in Custom Code 5 field)

Print Roster

Roster
Section

ELIGIBLE

Remain Elig Forecast Elig

22500% 100.00%

Roster

|
o

Housing S _
SSN DOB Grant ID Cycle ID Code Dep Status ~ New i Ren EL EFC Remain Elig Forecast Elig Saction
0013260024 11122051 CO1044444 1 2 | R 3 B 200.00% 100.00% ELIGIBLE LI
|@ Done l_’—é_|@ Inketnet

The Search
function will
cause the
roster to jump
to the first
record that
meets the
criteria
entered into
the Search
field. Itis not
a filter. For
example,
searching for
the last name
Smith will
jump to the
first Smith
record, yet the
user will still
be able to
view all other
student
records as
well
regardless of
last name.
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Searching the Roster

Display Roster Search Field

The search result will display as the first record listed. To return to the original The Search

roster listing, clear out the search criteria box and click the <GO!> button again. Roster
function will
-'ahttps:,‘-",.\"sandhnx.tsat.ca.gnv,‘-"newwehgrants,.-"Rnster,‘-"Rnster_Display.asp?id=El]2&n1nde=searth&actinn:se—Mitrnsn[t Internek;é-__ ;Iilﬂ only SearCh

J File Edit View Favortes Tools Help

J sHBack - = - @ #at ‘ ”H-‘\jdress I@ https:/isandbox.csac.ca. gov/newwebarantsiRaster [Raster_Display. asprid=602&mode=searchiaction=search vl the roster for
= the school ID

California Student Aid Commission Home Sign Out
WebGrants System Legacy WehGrants  GPA  Student Info School Info Simulator Data Transfer User Administration Help Center curre ntly
tos] GE CLst ster lisp 5 Print Roster . .
displayed in
Introduction Online Roster for PALOMAR COLLEGE - 00126000 / Acad Year 2002 - 2003 the SCthl ID
A New Look Schoo! = CECCT hced Vet = FEEEREI Formst = (e TR csii=| field. It will
not search
——
AcceSSing Search Roster: Rl Ey records not
the Roster 5& Total number of records: 49 Total number of pages: 10 already I|Sted
= —
SAVE 123456789 10Nen on the current
Reset Walues Print Page 3
Update all records with custom codel Submit SChOOl S
(Wil display in Custom Code 5 field) roster

=CHAND |, P OSALIN

. Housing CSAC A q Roster
Reportl ng DOB Grant ID Cycle ID Code Dep Status  Mew /Ren EL Budget EFC Remain Elig Forecast Elig Section
A co
Payment 7T C02054583 1 2 | M 2 26880 2094 % 00% RESERVE
- Custom Codes 4 IW 2 2| 3| al 5| Student not eligible for Grant Award - NOT IN ELIGIBLE SECTION
Transactions _
Fall Term Adj Reason Codes
Program Award  Annual Term Adj Adj Pay Annual Adj Rec
Sch ool Code Type Award Amount Amount  Reason Code Need Need Type
Totals 50 24786
Changes 50
Spring Term Adj Reason Codes
Program Award Annual Term Adj Adj Pay Annual Adj Rec
C USto m Code Type Award Amount  Amount  Reason Code Heed Meed Type
Codes Totals §0 24786
50
C t . . -CLOPPER , YALEN M
ustomizin Housing CSAC . _ Roster
g SSN DOB Grant ID Cycle ID Code Dep Status  New /Ren EL Budget EFC Remain Elig Forecast Elig Section
the Roster 001260033 D24iAT GAANTOTI0 3 D R 3 e e 11250%  10000%  ELIGIBLE
Fuetom Fodee . [13 A0 Al Al el =
Additional © 8

Resources
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Reporting Payment Transactions

Paysnt Flisiory Renewal Need Payments Deleting Transactions

Click the View History link on the student name bar to open a pop-up box Close the pop-
linked to the student’s payment history. up box by
e T e = clicking the
Bk« = < () (] 23| || Ade ] e e cogoioeeor s ot Btey a4t sarebase —_|_ <X> button in
s cote the upper left-
hand corner of
the window.

California Student Aid Commission
WebGrants System A

Wiew History

Introduction
A New Look

Poman by forecastihy  fopey

— w—— HEN0%  10000%  ELIGELE

Accessing

.
Adi Eearen Codes Dwlete Tun ™
the Roster Program Awad  Aoousl  Tem  Ad I I 2 v il - et Wik D - e
Code Type  Award  Amoumt  Amoud Reason  Code  New =
[ ::g: ::r;: ::: "o | b e = - @A A | aares [tz isanoar coac ca.guvinesewebgrantsFoosier Roster_Liiplay. sspidetiibmodemsavmbaconasaves. =l
Searching 5""';:".‘“ —_—— l‘:ﬁtﬂ-“—;:ﬂﬂ —= California Student Aid Commission =

Code Type  Award Amount  Amount  Reasom  Code WebGrants System Legscy WebGeards G4 Studed lob

Totaks 155 L] 3
the Roster — el ]

woe G ok S pepsius e e
&) vore. . — - =
’ W |
Gr og Code TC ml
School
iy, samn |
Changes o o e
001260040 oy =11 CUGIILE
Custorn Codes 1 [10
Custom i
Codes - |
H 1 i..‘In’::';u Awad ﬁ —'J
Customizing v e . o
Toials 1,561 $775 _;| %000
the Roster o ks s s [E[H =
. 55N I Do Gantild  CemD ":__‘::‘ DopStatws N [Fan [ csac WC Pmain Dy Forecest 0y :‘n:';'n
Additional T S S T

Resources . A
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The NEW Online Roster

Reporting Payment Transactions

Payment Histo

Report a renewal student’s need by typing the need amount (rounded down
to the nearest $10) in the Annual Need field and clicking the <SAVE> button.
The reported need will remain a pending transaction (PTX) until the
Commission’s weekly processing.

4

Reset Values Print Page

Update all records with custom code] Submit |
(Wil display in Custom Code 5 field)

ALEX , SAM A

Housing CSAC R - Roster

SSH DOB Grant ID Cycle ID Code Dep Status  Mew /Ren EL Budget EFC Remain Elig Forecast Hig Section

001260040 073681 Co9012797 2 8] R 2 o S 225.00% 100.00% ELIGIBLE

Custom Codes  q |1 0 2| 3| 4| 5|
Fall Term Adi Reason Codes Delete Txn
Program Award Annual Term Adj Adj Pay Annual Adj Rec
Code Type Award  Amount Amount  Reason Code oo Need Type
Totals 1,551 5776 - |9000|

B ACSS §1,551 §776 | = = GRT

4

Reset Values Print Page

SAVE

Update all records with custom code] Subrnit |
(Wil display in Custorm Code 5 field)

=ALEX , SAM A

Housing CSAC R - Roster

SSN DOB Grant ID Cycle ID Code Dep Status New /Ren EL Budget EFC Remain Elig Forecast Elig Section

001260040 0738 890127497 2 D R 2 e i 225.00% 100.00% ELIGIBLE

Custom Codes 4 |1 0 2 3| 4| 5|
Fall Term Adi Reason Codes Delete Txn
Program Award Annual Term Adj Adj Pay Annual Adj Rec
Code Type Award  Amount Amount  Reason Code Need Need Type
Totals $1,551 §0 9000
B ACSS $1,551 30 UN PTX
N

Payments Deleting Transactions

Before
reporting any
payment
transactions
for a Renewal
student
(including
posting a
leave of
absence),
schools must
determine if
the student
has enough
need for the
Cal Grant
award.

Renewal
students must
have a
minimum of
$100 of
renewal need
to eligible for
continued Cal
Grant
benefits.
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The NEW Online Roster

Reporting Payment Transactions

Payment Histo Renewal Need REEVIIEHILS
Report a student’s Cal Grant payment by selecting “PD” from the Pay Code
drop down field or by typing an adjusted amount in the Adj Amount field and
and selecting an adjustment reason code from the Adjustment Reason Code
drop down box and clicking the <SAVE> button. The reported payment will
remain a pending transaction (PTX) until the weekly processing.

Update all records with custom code] Subrmit |
(Wil display in Custom Code 5 field)

Reset Values Print Page

;

=ALEX , SAM A&

Housing CSAC - . Roster
SSN DOB Grant ID Cycle ID Code Dep Status  New /Ren EL Budget EFC Remain Elig Forecast Elig Gection
001260040 07113581 980127497 2 ] R 2 e o 225.00% 100.00% ELIGIBLE
Custom Codes |1D zl 3| 4| 5|
Fall Term AdiReason Codes Delete Txn
Program Award Annual Term Adj Adj Annual Adj Rec
Code Type Aweard Amount  Amount Reason Heed Heed Type
Totals 51,851 377
B ACSS $1,551 776 I GRT
& =
= SAVE 123458 Mext
Reset Values Print Page
Update all records with custom code| Submit
(Wil display in Custormn Code 5 field)

ALEX , SAM A

Wiew History

Roster

SSN DOB Grant ID Cycle I Housing Code  Dep Status New /Ren EL CSAC Budget EFC Remain Elig  Forecast Elig Se[:s:inn
001260040 a7 3 C99012797 2 5] R 2 —— —— 225.00% 100.00% ELIGIBLE
Custom Codes  { 2 3 4 51
Fall Term adi b ety Delete Txn
Program Award Annual Annual Adj Rec
Code Type Award Need Need Type
Totals 51,551
B ACSS 51,551 GRT

Deleting Transactions

When
reporting an
adjusted
payment,
users can
click on the
Adj Reason
Code link on
this page to
view a pop-up
box with
descriptions of
each of the
available
adjustment
reason codes.
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The NEW Online Roster

Reporting Payment Transactions

-1

Payment Histo Renewal Need Payments IBBIES

To delete an already reported payment transactions before the Commission’s
weekly processing begins (usually Thursday night), check the Delete Txn box
and click the <SAVE> button.

ne) Transzsiions

4

Reset Values Print Page

Update all records with custom code] Submit |
(Wil display in Custom Code 5 field)

Housing
Code

CSAC in Eli 9 Eoctor
EFC  RemainElig ForecastElig oo .

- 225.00% 100.00% ELIGIBLE

SSH DoB Grant ID Cycle ID Dep Status  New /Ren EL

001260040 071381 Coa0127497 D

2
Custom Codes 4 |1 1] 2| 3| 4|

Fall Term Adj Reason Codes
Program Aweard Annual Term Adj Adj Pay D HRec
Code Type Award it A it R Code Heed Heed Type
Totals §1,551 §0 9000
B ACSS §1,551 0 UN PTX

4

Reset Values Print Page

SAVE |

Update all records with custom code] Submit |

(Wil display in Custom Code & field)

Housing CSAC N— . Roster
SSN DoOB Grant ID Cycle ID Code Dep Status New /Ren EL Budget EFC Remain Elig Forecast Elig Section
001260040 0713081 Co801 2797 R 2 o e 225.00% 100.00% ELIGIBLE

2 B]
Custom Codes |1E| 2| 3| 4| 5|

Fall Term Adj Reason Codes Delete Txn
Program Aweard Annual Term Adj Adj Pay Annual Adj Rec
Code Type Award Amount  Amount Reason Code Heed Heed Type
Totals $1,551 776 I vl I
B ACSS §1,551 5776 | = = GRT

To change a
renewal
student’s
reported
annual need
after the
Commission’s
weekly
processing
has run, use
the Adj Need
field.

To change a
student’s
reported
payment after
the
Commission’s
weekly
processing
has run, use
the Adj
Amount and
Adj Reason
fields.




t CALRORNIA The Online Roster

COMMISSION

School Changes

VIEWIRGYESIUG

To view a record for a student not on your roster, type the student’s Social Students not
Security Number in the SSN field and click the <GO!> button. on your roster

A https://sandbox.csac.ca.gov/newwebgrants/Roster,/Roster_Display.asp?id=602&mode=retrieveiaction= - MicrosoMt INEEMELEXDIOTE _[&] ] WI ” d Isplay the

fle Edt Yew Favortes Iools Help |

wbak - = - @ B | 2] eddess [E01 sac.ca.go oster/Roster_Display.asp i e SChOO|
Califernia Student Aid Commission Home Sign Out

WebGrants System Legacy WebGrants  GPA  Studentinfo  Schoollnfo  Simulator Data Transfer ~ User Administration  Help Center Chan e
Roster bain Custo ster isplay Roster Print Roster Reguired Iink

Online Roster for PALOMAR COLLEGE - 00126000 / Acad Year 2002 - 2003

2uuz—2uua;Mc5AcatandaruRusterMumauzuza\ C||Ck|ng On the
School

searc Roster: [ESTCTENNG I Change
A New Look ¢ 7 122466789 10Next = Required link
T ———— T ‘Iﬂﬂ'!nlr' rd.gl., -q.rhl-ﬁm-ﬂ-r;r;-ri;lim- - e Wi” display a

Accessing = T
the Roster ."L' T DoB Grant ID coiep Hous e e MR T o 0536 43, b g Dichey aspdet pop-up
window that

Introduction

C™california Student Aid Commission ~ om
001260040 O7/13/81  CO8012797 3 . — -
WebGrants System Legacy WebGrant PA  Studenllnfe  School lnk lalor m [iats Teamsfar sor Admnisley

Searching e displays
the Roster e = P P Online Raster for PALOMAR COLLEGE - 00126000 / Acad Year 2002 - 2003 instructions on
Totals 1,581 $776

- B ACSS $1,551 3778 2 OW tO
Reporting E— soie) R ——

Program Award  Annual Term Adj & x Com |ete a
Payment Code Type Award  Amount  Amount - mgm BAVE p

Transactions B :::I: :::: ::: — l‘Jl?dateallre_cnfds_wi.th cus.tomn;ode,r_ Subarit | SChOO|
' T — change.

@BLAIRING , RITCH S BROND , SASSIE L

SSN DOB Grant ID Cycle ID Hg"‘] SSN wof Grantlp  Cycle D "m"’"“ Dep Status  New ! Ran L B (FC AemanCliy Forecast Cig Sa"":;'
001260024 11722651 GOT044444 ot F 001702028 0214 EO2000443  EN i f N . 0T a2 ) e
R — — Custom Codes | 4 5 School Change Required
@] tons Fall Tarm Adi Raason Codes Delete
Brogram Rward  Anousl Term gy Ay Py Aneual ad =
Coda Type  Award  Amouwd  Amount FReason  Code  Need  Need  Type
Custom Tt 3
A - - -
Codes — o
Program Aweard Arnusl Term ARy Py Anewial Addj Rt
Coda | e | e | e e | B e | |
Customizing = E
A 7] 3] =

the Roster

Total numbses of records: 1 Tatal nambes of pagoes: 1 —

& A
iy § = SAVE 1
Ad d Itl o n a I Rasel Values Pried Pane Q Top of Page

Resources o e =




k CALRORNIA The NEW Online Roster

COMMISSION

School Changes

Viewing Students Not on Your Roster Scrnool Crizirige

Complete a school change by selecting “SC” from the Pay Code drop down

To request a

field and clicking the <SAVE> button. The school change will remain a school

pending transaction (PTX) until the weekly processing. changes and
report a
payment at
the same

7 time, select
Reset WValues Priage m “PD” from the
Introduction Update all records with custom code] Submit | Pay Stat drop

(Wil display in Custorn Code 5 field) :
A New LOOk @=BRONO , SASSIE L down “St and
SSN DOB Grantd  cycled  MOUSNI pepsatus  NewRen EL Al EFC  RemainElig ForecastBlig [ ostr click the
ode Budget Section
Accessing 001302028  02M1/84  E02008445 E1 1 I M 1 33107 0 400.00%  10000%  ELIGIBLE <SAVE>
the Roster Custom Codes 1 | 2 3 4 5 School Change Required button.
Fall Term Adj Reason Codes Delete Txn
H Program Award Annual Term Adj Adj Annual Adj Rec
Searc h in g Code Type Award Amount  Amount Reason Meed Need Type
the Roster Totals
u A - -
Reporting g

Payment

. & =
Transactions SAVE |
Reset Walues

Update all records with custom code] Submit |
(Wil display in Custom Code 5 field)

@BRONO , SASSIE L

SSN DOB Grant ID Cycle ID Housing | Gtatus  New /Ren EL CsAC EFC Remain Elig Forecast Eig  OSter
Code Budget Section
Custom :
0013020249 0211484 E02008445 E1 1 | I 1 ik I 400.00% 100.00% ELIGIBLE
COdes Custom Codes I QI 3| 4| 5| School Change Pending
= Fall Term Adi Reason Codes Delete Txn
Customizing _ _ :
Program Award Annual Term Adj Adj Pay Annual Adj Rec
the Roster Code Type Award  Amount Amount Reason Code Need Need Type
Totals
=gt A SC PTX
Additional

Resources
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W STUDENT AID

COMMISSION

-

Daserlgtior)

Custom Code 5 Examples

Uses

Custom codes can be used by schools to flag students for any reason. The
Student Aid Commission performs no edits or validation on the entries in
these fields, they are for school use only. Each of the 5 custom code field
can accommodate 2 alpha or numeric characters.

; https://sandbox.csac.ca.gov/newwebgrants/Roster /Roster_Display.asp?id=602&mode=retrievefaction = - Microsoft Internet| - |E| 5'
J File Edit Wiew Favorites Tools Help |
| “Back - = - @ 4| ”an_ldress [&] hetps:fisandbox. ceac.ca. govinewmebgrantsiRaster Roster_Display.asplid=6028made=retrievelaction=retricve vl
California Student Aid Commission Harme Sign Out =
WebGrants System User Administration Help Center

Legacy YWebGrants  GP. Student Info School Info Simulator Data Transfer

Eoster Main

Print Roster

Customize Roster

Introduction
A New Look

Online Roster for PALOMAR COLLEGE - 00126000 / Acad Year 2002 - 2003

School ID = [MIEANIRA| 2cad Year = EEREIIEI| Format = (S0 S e ] Ruster;m GO!

Accessing
the Roster [scarch Roster: (XTI e
Total number of records: 49 Total number of pages: 10
Searching 4 SAVE 12345678910 Next -
Reset Values Print Page
the ROSter Update all records with custom code] Submit |

Wil display in Custorn Code 5 field)

Reporti ng Housing CSAC Roster

SSN DoB Grant ID Cycle ID Dep Status  New /Ren EL EFC Remain Elig  Forecast Elig

Paym e nt Code Budget Section
. 1} o 2 T i 225.00% 100.00% ELIGIBLE
Transactions T o e D A B e B
Fall Term R — Delete Txn [
School Program Award  Annual  Term adj adj Pay  Annual  Adj Rec
Code Type Award Amount  Amount  Reason Code Heed Heed Type
Changes Totals §1,551 §776 9000
B ACSS §1.551 §776 PD PTX
Spring Term Adj Reason Codes Delete Txn
Program Award  Anhual Term Adj Adj Pay Annual Adj Rec
Code Type Award  Amount Amount  Reason Code Need Need Type

Totals §1,851 775 hi Q000

Tyt B ACSS 1,851 775 [= - GRT
Customizing o ’
the Rost ®BLAIRING , RITCH S
e noster Housing CSAC . . Roster
SSM DOB Grant ID Cycle ID Code Dep Status Mew /Ren EL Budget EFC Remain Elig Forecast Elig Section
aen 001260024 1131 CO1044444 e 2 I R 3 s s 20000%  100.00%  ELIGIBLE
Additional — — — — — =l

’7 E ‘Q Internet

|@ https: fisandbox.csac.ca. gov/newwebgrants /RosterfRoster_Display ., aspfid=602&mode=retrievedaction=retrieved

Resources

Online Roster
Custom Codes

Custom code
fields are
specific to the
school,
meaning if one
user at a
particular
school inputs
a custom code
into field 1, all
other users at
the same
school will see
the same
code in field 1.
Once a
student
transfers to
another
institution, any
custom codes
entered into
these fields by
the previous
schools will be
erased.
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Custom Codes

Description ses Custom Code 5 Examples

Some of the ways schools can flag students
using the custom codes include:

o

N + Students not attending your school
A New Look +  Students new to the roster
Accessing L
the Roster - Divided caseloads
Searching . . e ag g
the Roster * Verification of eligibility
‘Payment - Reconciled versus un-reconciled payments
Transactions .
SO + SAP reviewed
Changes

Customizing
the Roster

Additional
Resources



t CALIORNIA Online Roster
Custom Codes

COMMISSION

Description Uses

The Update all records with custom code field allows users to update, with One way to

the same code, custom code field 5 for every student on the roster. use |tgi§ Oftion
wou e 1o

A} https:/ /sandbox.csac.ca.gov/newwebgrants/Roster/Roster_Display.asp?id=602&mode=retrievefaction— - Microsoft Internet Exp o =1 |d e n tlfy
J File Edit Wiew Favorites Tools Help |
students who
| “Back - = - @ 4| ”an_ldress [&] hetps:fisandbox. ceac.ca. govinewmebgrantsiRaster Roster_Display.asplid=6028made=retrievelaction=retricve vl h
California Student Aid Commission Horme Sign Out = are new to the
WebGrants System Legacy WebGrants  GP, Student Info  School Info Simulator Data Transfer User Administration Help Center roster Stal"t
Roster Main Customize Roster Jisplay Roster Print Roster by u pdatl ng a"
Introduction custom code

Online Roster for PALOMAR COLLEGE - 00126000 / Acad Year 2002 - 2003 . .
fields 5 with

A New Look School 1D = [TEEEIINIRE| 2cad Year = [EIPRETERE| Format = [t G Rustef;m )
Accessing search Roster: [EXTIERTINNE | =

an code such
as “OR” for
“on roster.”

the Roster Py - Total number of records: 49 Total number of pages: 10 |
, SAVE 1530257600 Next Any student
Searching Reseialies printpae who is then

Update all records with custom code] Submit

the Roster ill display in Custorn Code 5 field) added to the
Reporting SSN poB Grantid  Cycleld "g‘;sdi:g DepStatus  Mew /Ren EL Bif“;gt EFC  RemainEliy Forecast Elig 2;’;"?“ roster after the
Pavment 001260040 07A13/81  CO9012797 2 D R 2 e e 22500%  100.00%  ELIGIELE Weekend
YIREl cstomcotes ([0 o[ o[ o s[ processing will
T t
ransac |0ns Fall Term Adj Reason Codes Delete Txn [ not ha e a
Program Award Annual Term Adj Adj Pay Annual Adj Rec v
Code Type Award Amount  Amount  Reason Code Heed Heed Type 1
SChOOI Totals §1,551 §776 2000 code in that
Changes B ACSS 51,551 §776 PD PTX f|e|d and can
Spring Term Adj Reason Codes Delete Txn .
Program Award  Annual  Term Adj agj Pay  Annual  Ag) Rec be eaS”y
Code Type Award  Amount Amount  Reason Code Need Need Type .
Totals §1,561 §775 - 4000 reCOgnlzed-

B ACSS §1,851 775 I vl hi GRT

A—~ @BLAIRING , RITCH S
CUStomIZI ng Housing CSAC Roster
SSM DOB Grant ID Cycle ID Dep Status Mew /Ren EL EFC Remain Elig Forecast Elig N
th R t Code Budget Section
e oster 001280024 1722161 CO1044444 ] 2 | R 3 b i 200.00% 100.00% ELIGIBLE _I
- . - . | rre— | — | — —— | m— 57
Ad d iti o n al |@ https: fisandbox.csac.ca. gov/newwebgrants /RosterfRoster_Display ., aspfid=602&mode=retrievedaction=retrieved ’7 E ‘Q Internet

Resources
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Custom Codes

Description Uses Custom Code 5 E=RGIIPIES

Here is an example of how one school might decide to use their custom codes:

From this

example you

SCHOOL’S PREDEFINED CUSTOM CODE FIELDS can see. that
for the first

student listed:

Custom Code fisld #1 — Caseworker: Initials of assigned counselor
Zustom Code field #4 — Attendance Status: "[NA" (not attending)

Blank (attending) SM are the
) iZustom Code field #5 — New to Roster: "OFR" (on roster) |r1|t|als. of the
Introduction Blank {new to roster) financial aid
A New Look TRUDOW , TAMMY M Counselor
; foster Housag : CSAC : assigned to
55N Gran [0 DepSistws RemainElln DOR Cycle ID Code Maw | Ren EL Budget EFC Forecast Hig . .
Accessing 001260013 CO1054358 I 125.00%  ELGIBLE 071678 €1 2 R 1 sty b 100.00% this student;
the Roster Custom Codes 1 [SM " I i | - sfor
Fall Term adi Rasson Codas Dalats Txn The student is
Searching Povia” e G amoax mmewt Resem  Cots ek deet  Twe attending this
the Roster Tatals 576 5204 [ = | school
q & 5 576 5208 | | 5] = g (custom code
Reporting VARRO , MAKIRA field 4 is
Payment ssN GrantiD  DepStatus Remainbin Lo DOB oiein S e e EL ﬁ;‘; EFC  Forecast Hig blank)' and
Transactions 001260027  E02073597 C 400.00%  ELGELE 052363 E1 3 M 1 7638 k)| 100.00% ’
Custorm Codes ¢ i 7
School Fall Tarm = - Rzmon =;:d==|_ ﬁl_Ll-zletl.- Tin The student is
Changes Program  Award  Aual  Term A AR Pay  Awwal MG Rec not new to the
Code Tvpa Awand  Amoust  Amount  Reason Code Heeld Heed Type .
Tatals %1551 §778 [ = T80T roster this
- B acss si561 5776 | =T = GRI week (custom
WLILIM , GQUYEN T code field 5
Customizing SSH Grantid  DepStalus RemainBlig  Sooo'  DOB Ouleld Mot pewiRen  E e EFC  Forecast Blig has the code
the Roster 001260055 E02011073 o 40000%  ELIGELE 03263 E1 3 N 1 ] 641 100.00% “OR”).

Custoim Codes: -':l_ gl_ ]l_ .'_IW EIJT
Additional

Resources
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Customizing the Roster

ISR UEIEIAEEWEY Creating a Custom Roster Displaying a Custom Roster

Depending on their needs, users may find it necessary to view rosters that

exclude or include certain data elements as well as modify the filtering and X\;Z?fézﬂts
sorting of records. create and
After customizing a roster view, users can enter and save their display Savf up t°d5
. . . . . . customize
criteria into roster profiles that are stored on this page. This profiles can be roster profiles
selected later for easier and quicker access to data. To create a customized
roster, click on the Add New Format link on this page. The CSAC
Introduction alifornia Student Aid Commission Horne Sign Out Standard
A N L k ebGrants System Legacy WebGrants GPA F!J. Schonl EtD'_ Data JS_‘EW F!_D Adrministration L enter Roster format
ew oo will always be
Accessing available to
the Roster o schools and
e following is & list of your roster formats t be
S h_ L Z’o‘u ca(? add or delete up to 5 roster formats. The CSAC Standard Roster can not be changed or canno
earcnin clete o
th R g 5 Ewisting roster formats can be copied, edited and renarmed mOdIerd'
e OSter & Any roster farmat can be chosen asuthe "Preferred Format." The Preferred Format will display
Reporting automatically when "Display Roster” is selected from the Roster Main menu Customized
Payment Rn #* I Srd e Preferre Format t Delete roster formats
. 2 My Accouns C Bl T can be deleted
Transactions 3 New Students e B | © ,
El Students on | eave e E% r from th|S page
SChOOI Add Mew Format B by CheCI_(Ing
Changes the box in the
Custom ®° Delete column
@ Privacy Policy Conitact Us that
Codes -
corresponds
with the roster
to be deleted.
Additional

Resources



t CALFORNIA Online Roster

COMMISSION . s
Customizing the Roster

Custom Roster Page & i 3 ing a Custom Roster

1) Create and type a name for the customized roster you are creating. If you Do NOT use

would like this roster to automatically be the first listed on the Display special

Roster Page, click the Yes radial button next to Preferred. characters
such as
apostrophes,

hyphens or

!3https:,;",‘-"sandhnu.csat.ta.gnv;’newwehgrants,‘-"RnstEr‘.-"Rnsterjnrmat.asp?mnde=newfﬂrmat&id=5l]1 - Microsoft Internet Explorer - E‘|1|
J File Edit Wiew Favorites Tools Help | Slashes in the
J EBack + =+ - (@D at ‘ ”“A\:_ldress I@ hitps:/jsandbos.csac , ca.gov/newwehgrants Roster [Roster_Format.asp?rode=newformat&id=601 - Roster Format
California Student Aid Commission Harne Sign Out = .
|ntr0ductlon WebGrants System Legacy WebGrants ~ GPA  Student Info  School Info  Simulator Data Transfer User Administration Help Center Tltle Only
A N L k 0ster M Customi ter Jisplay Roster Print Roster |etters and
ew LOO
i numbers
Add / Edit Your Format h |d b
Accessing should be
& Select and manage the content of your roster Used
the ROSter & Click on Save Roster Format to complete the changes. '
5 If you save a format that excesds vour maximum nurnber of allowed formats, your customized selections will be
H lost
Searching | Examples of

the Roster o w——— | Total custom formats defined:0 Specia|

(You can have a maximum of 5 custom formats)
characters:

Reporting |@HS%A&H():"

Roster Format Title

Payme.nt Roster Format [MyStudents = Preferred  Yes & Na
Transactions

SChOOI L "Data Elements Awvailable" contains a list of all available roster elements
Changes Y Click and highlight each data element that you wish to display on your roster
Y Formultiple selections, click on the first element and then hold dowin the CTRL key to select
additional elsments

Select Data Elements and Column Order

Custom Y Once items are highlighted, click on "Add Data Elermnent(s)"
Y The "Data Elements Selected" box will reflect the column headings that will display on your roster
Codes format

5 "Remove Data Element(s)" will delete the selected elernents from your selection list
5 Use the "Move Up" and "Move Down' to order the individual column headings for display

Data Elements Available Data Elements Selected

. S5M -
Additional G
PR, s e o o i
Resources Eoene [ [ [ meemet




g CAURORNIA Online Roster

COMMISSION . s
Customizing the Roster

Custom Roster Page (S1€atinGiENCUSIONMINIOSIE ing a Custom Roster

2) Highlight the data elements in the left column and click the <Add Data You can
Elements> button to move it too the Data Elements Selected column and select the
to select it for viewing on this customized roster. order in which
the data
elements will
25 httpes sandbor.crac.ca.gov) newwehgronts/Roster/ Roster. FormaEas i Se SIS G0 S — TET= appear on the
e S e . Dioplay Roster
Roster Format My Accounts = Preferred © Ves & No [ Page- Use
IntrOduc“on Select Data Elements and Column Order the <MOV€
A New Look © "Data Elements Available" contains a list of all available roster elements Up> and
t Click and highhght_each d_ata e\emerjt that you wish ta display on your roster <Move Down>
Accessing L Zgémgllwtgjllgéﬁieeﬁtt?@ click on the ﬁHrSI alement and then h:j\d down the CTRL key to select . bUttonS tO
the Roster  The Datt Elments Seletac sl ofect e courtr headngs et aspiey ] - Data fields alter the
o " 'f'ggnr:;ve Data Elernentis)" will delete the selected elements frorm your selection list Selected appearance
SearChlng ¥ Use the "Move Up” and "Move Down” to order the individual column headings for gfsplay . . order.
the ROSter Data Elements Available Data Elements Selegfed for viewl ng
Reporting All Highlight and
Payment avallable Add Data Elerment(s) hove U = use the
: data <Remove
Transactions f|e|d5 Remove Data Element(s) Move Down Data
School Elements>
Changes button to
Custorn remove any
Codes L sty st o data clements
L After Selgctm\é term(s), click "Continue" to choose sort opngns ¥ yOU no lo.nger
~Fall I Winter I” Spring ™ Summer want to view
' on this
o Comne | customized
ekl 4 roster.

Resources Eoone R
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.COMMISSION . s
Customizing the Roster

Custom Roster Page & i 3 ing a Custom Roster

3) Select the terms you wish to display. Click the <Continue> button to To sort the
populate the sort drop down lists with the data elements you selected. records in a
customized
roster by any
term specific
rahttps:,.\",‘-"sandhox.csac.ca.gov,s"newwehgrants,‘-"Roster,-"Rnsterjnrmat.asp?mude=newfurmat&id=6[ll-Micrnso[tInternetExplure ;Iilll data elements
J File Edit Wiew Favorites Tools Help |
J <= Back ~ = - @ i ‘ ”“AE_ldeSS Ia https:/isandbox.csac, ca.gov/newwebgr ants/Roster [Raster_Format. asprmode=newformat#id=601 j SUCh as Pay
Roster Format [My Accounts = Preferred © Yes & MNo Al COde,
(eSO Adjustment
Amount, etc.
A NeW LOOk Y "Data Elements Available" contains a list of all available roster elements
Y Click and highlight each data element that you wish to display on your roster Only one term
. Y For multiple selections, click on the first element and then hold down the CTRL key to select can be
AcceSS|ng additional elements
Y Once items are highlighted, click on "Add Data Element{s)"
the Roster Y The "Data Elements Selected” box will reflect the column headings that will display on your roster selected.
format
. 5 "Remove Data Element(s)" will delets the selectad elements from your selection list
SearChlng Y Use the "Move Up" and "Move Down” to order the Individual column headings for display If the
the Roster Data Elements Available Data Elements Selected <Continue>
: button is not
Reporting
Payment T — | selected, the
ata Element(s: ove
ymel I roster format
TransaCtlons Femowe Data Element(s) | Mowve Down Cannot be
School saved.
Changes
SelectTerms
Custom
Sslect the term(s) hto displ
COdes t SZIEEtm;oﬁlr\l;ﬂoﬁe{%Ut::rsn W?” aﬁg\/\?fmera to sort records by term-specific data elements
L After selecting termis), click "Continue" to choose sort options
”l';f;jFaII " Winter " Spring 7 Summer
Caritinue
Addltlonal Define Sort Order Preferences =l

Resources Eoone \/ R
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Customizing the Roster

t CALIFORNIA The Online Roster

Custom Roster Page & i 3 ing a Custom Roster

4) Users can select up to 6 data elements to sort on, in cascading order, Each selected
with the First Sort Preference being the primary sort field. Select a data sort criteria
element to sort by from the sort drop down list. can be sorted

in either
ascending or
] https:/ /sandbow.csac.ca.gov/newwebgrants /Roster /Roster_Format.asp?id=601&mode=saveformat - Microsoft Internet Explore: S| d esce n d i n g
j iesaid‘t‘ fa’j @Fivw% T‘Jo’lj“-qt\i_:::rpess I@ hitps: fisandbox.csac, ca.gov/newwebgrants/Roster [Roster_Format. aspfid=601&mode=saveformat# CONTINUE |_;[ Order
= |

Continue |
Introduction .|

A NeW L°°k & Click drop down boxes to choose elements for sort
n First Sort Preference Last Name M Ascending -I
Accessing FrstName =
the Roster Second Sort Preference e Ascending =]
Grant 1D
Third Sort Preference Dep Status Ascending vl
Remain Elig
H Roster Sect -
Search"‘]g Fourth Sort Preference ng ot oo Ascending =]
Adj Rsn Codl
the Roster Fifth Sort Preference A\,Ja,;n,s\monui‘ Ascending 7|
[Term Amount
Sixth Sort Preference [P0 Oy Ascending 7|

Reporting

Payment
. Y Check boxes below to limit the records you wish to display.
Transactions & A checked box means that only records with those values will be included. ( if no box or avery
box is checked in a calegaory, vou will see all those records for your school. )
School

Define Selection Criteria

Cycle ID r E1 rE2 rCc1 FC2

Changes Award Type [© TuitionfFees 7 Access ™ Books & Supplies
Housing Code C OnCampus [T Off Campus ™ With Parents

CUStom Dependency Status [© Dependent [T Independent

Codes EL {Education Level) r 1 r2 r3 C4 5+ _

New/Renewal Students [~ New " Renewal
Program Code C A B rcC CT
Section [~ Eligible T CCReserve [T Ineligible
Extra Eligibility r TCP I~ 5thYear

Additional Renewal Need From $ To$
Resources Bloene [ 3 @ et




t CALRORNIA The Online Roster

COMMISSION . s
Customizing the Roster

Displaying a Custom Roster

5) Check boxes in this section to limit the records that will be displayed by

_ _ Examples
this customized roster. P
To display only
students with
2} https:/ /sandbow.csac.ca.gov,/newwebgrants /Roster /Roster_Format.asp?id=601&mode=saveformat - Microsoft Internet Expll'?lf:'_ eS| Cal Grant A
J File Edit Wiew Favorites Tools Help |
| wBack = & - @ [ 4| || address [€] retpsussandbox.csac.ca.govinewmebgrants(Roster Roster_Format.asprid=801 smode=saveformat# CONTINUE B awards check
Define Selection Criteria =l the “A” box next
© Check baxes below to limit the records you wish to display. o Program
: p ) )
Introduction e e e e s o ero Code.
A New Look ﬁycle ID rE1 mE2 rolorc \ To displ
Award Type [T Tuiion/Fees [T Access I Books & Supplies 0 ISp ay new
ACCGSSing Housing Code I OnCampus [ Of Campus [ With Parents dependent
the Roster Dependency Status [~ Dependent I Independent StUdentS, check
EL {Education Level) 1 2 ra 4 &+ “ ”
S h Mew/Renewal Students ™ New ™ Renewal the ‘[\leW bOX ”
Carciuing Program Code ra re rcooT and “Dependent
the Roster Section I~ Eligible [T CCReserve I Ineligible bOX_
Extra Eligibility rTCP [~ 5thYear
Reportlng Renewal Need From To$ To displa
Payment Annual Award Amount  From & To ¢ p| yt dent
Transactions Remaining Eligibility From %Tol o renewa students
Forecast Eligibility Erom wTol % ) with no annual
School oottt ———— need yet
tom Codes must be input through the Display roster screen prior to being used in a filter
Changes " reported, type a
Custom Code 1 | - l— uou in bOth the
Custom Custom Code 2 | -~ [
Cod Custorn Code 3  — - from box and to
odes Custom Code 4 I - l— bOX next to
Custom Code 5 [ - [ Renewal Need
Sawe roster Format | o
El
e one | mternet
Additional e I e

Resources
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6) Filter student records using the values you may have entered in the The filter
custom code fields by either excluding or including certain values. criteria for the
custom codes
can include
2§ https://sandbox. csac.ca.gov/newwebgrants/Roster/Roster_Format. asp?mode=newformatkid=601 - Microsoft Internet Explorer W| I d ca rd S.
| Fle Edt View Favories Took Help A
| GBack - = - (D at| ”HAgduess [&1 ntpe:s/sandbon csac ca borants/Roster/Roster_Format asp?mod =11 For example
Sixth Sort Preference = [Ascending =] . s
DofmeSeectonrtera | Excluding ™
IntrOdUCtion ~ Check boxes below to limit the records you wish to display Ina CUStom )
A New Look S e e e s g s code field wil
display all
Cycle ID E1 O E2 [mEey rc2
Accessing Award Type [ Tuition/Fess O Access [T Books & Supplies records that
Housing Code [ OnCampus (1) T Off Campus (2) T With Parents (3) have a nu”
the ROSter Dependency Status T Dependent ™ Independent H
EL (Education Level) 1 2 M3 M4 C5e value in that
SearChing New/Renewal Students T Mew I Renewal f|e|d
Program Code OA = oc oT
the ROSter Section I Eligible C CC Reserve 7 Ineligible
. Extra Eligibility 0 TCP [ 5th Year [ ot TCP nor 5th vear Including “A*”
Reportl ng Annual Need From$[ To$[ | |n a cu Stom
Payment Annual Award Amount From $|— To % l— . .
Transactions Remaining Eligibility Fom[ % Tol % nge field will
Forecast Eligibility Fom[ % To % d |splay all
SChOOI I': gﬁtgrn: gggii :erelaftOl;;T:gStltﬁiu%nh‘%:g%z;;ﬁfsntz:' screen priorto being used in a filter records that
Changes Custom Code 1 have an A'
Custom Code 2 Value |n them
Custom Custom Code 3 .
Custom Code 4 SUCh as A||Ce
COdes Custom Code & and Aud rey
Save Roster Format
Additional Privacy Policy Coritact Lis |

Resources
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7) Click the <Save Roster Format> button to save the roster format just

created. The “Roster Format successfully save” message will appear.

/3 https://sandbox.csac.ca.gov/newwebgrants/Roster /Roster_Format.asp?id=601&mode=saveformat - Microsoft Internet Explorer o =
J Eile Edit Vew Favarites Tools Help |
J Back + = - D) Zt | ”HAQHI’BSS I@ hitps:/isandbox.csac.ca, gov/newwebgrantsfRoster[Roster_Format, aspid=6018made=savefarmat VI
California Student Aid Commission Hame Sign Out =
WebGrants System Legacy WebGrants ~ GPA  Student Info  SchoolInfo Simulator Data Transfer User Administration Help Center

Roster Main Customize Roster Jisplay Roster Erint Roster

Add / Edit Your Format

-

Select and manage the content of your roster
Click on Save Roster Format to complete the changes

If you save a format that exceeds your maximum number of allowed formats, your customized selections will be
lost.

-

-

Total custom formats defined: 1
(¥au can have a maximum of 5 custam formats)

Save Foster Format

Roster Format successfully saved

= Preferred © Yes & Mo

Roster Format [y Accounts

Select Data Elements and Column Order

L "Data Elements Available" contains a list of all available roster elements

Y Click and highlight each data element that you wish to display on yvour roster

Y For multiple selections, click on the first element and then hold down the CTRL key to select
additional elements

L Once items are highlighted, click on "Add Data Element(s)"

Y The "Data Elements Selected” box will reflect the colurmn headings that will display on your roster
format

L "Remaove Data Element{s)" will delets the selected elements fram your selection list

L Use the "Move Up" and "Move Down" to order the individual column headings for display

Data Elements Available Data Elements Selected

DoB SSM
Cycle ID Grant1D i

&) Dane [ 5 [ nternet

WebGrants
users can
save up to 5
customized
roster formats
at one time. If
all 5 formats
are used, a
message will
pop-up when
attempting to
save the 6"
roster that
advises the
user to delete
a existing
format before
saving a new
format.
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How can we use customized | s
" customized
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required.
Sc?hools can
continue to
Introduction « Sort by student SSN rather than name use the CSAC
A New Look . . . i
Ag « Filter students paid or not paid o e ot
. customization
‘:e R‘:te’ « Exclude students not in attendance features.
earching i
the Roster (using custom code)
R i . . .
Payment « Filter CC Reserve recipients
Transactions ] . ] i L
School  Filter students with limited eligibility
Changes
Custom  Many more...
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Additional
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To display a customized roster, click the Display Roster link from the
Roster Main Menu or the WebGrants navigation bar. Select the
customized roster to display from the format drop down list and click the
<GO!> button.

T hitps:/ /sandbow.csoc.cagos nemwebgrants Roster [Roster_Display.aspiid =60z&mode =new - Microsalt Intermet Explorer B el

Be B Gem Fooetss ok Heb
daback = =« Q) [2) A} | % | agkvess [ @] verpsfjeweton.com oo _Pigiey. -

California Student Aid Commission
WebGrants System

gty Weblrgeds  GP4  Sudent iy Schoollnfy  Siwdster

Online Roster

scnoot 10 = [T 4 vesr - FIFREETER] Forms =
SAL Standeed Rostor

G 08 Yo fpeies Dok e
- e Il D

California Student Aid Commi o 0t 3
\WebGrants System GE Hugent i chool ity Svlate [EUCTO  Oste Translsr  Lisss Adwesy 3000 ey Conter
T
Oniline Rogter for PALOMAR COLLEGE - 00128000 / Acad Year 2002 - 2002
g<mest i = [N Acad vesr « FEERRIEIC Forma: « [RDEEED | s =
ottt 1 reconst: 3 ot musmbier of page: 1
& =l .
.............. a0
Update all records with custom code]  |Sesnn
= Gran Dep st [T
Cumom Coen 1 [Sh al— | 3. il
o8 o i vt Tem
Frogum [ e — »a ny Pay s ey o
code Trow  Aewd  Mmous  Amess  Resson  Cot beed  Heed v
Totats 576 e = —=
c s sste 2 3 3 an
& pwos eoueeir - - e |
] ] Dep Stmnes =]
L 0 00%
custom coses | [50 ) N |-
Vil Termm Adh Baman Cades e Tom
Program dward Aot Toem s sy Pay Al As [
Code: Twe  Awmi  Amous  Ameos  Feason  Cooe Mees  Wewd Ve
Totals: Wi A7 v
[ ACSS #1541 e v @i
w5 T Do St =1
oot oro |
o coavs  [5R r— i | — [
oo i haren Codes o
Progiam B o wm ) ny e ] e T
Code: Type  Awmd  Amous  Amess  eas Code  Meed  bewd e
atatn )
Totas mumbver 1 recors: 3 ot musmber o pages: 1
) =l

L] 5 0 irveen
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Make sure
that you do
not limit the
criteria on
your
customized
roster format
too much or
when
displayed it
will not return
any records.
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e WebGrants User Guide

— Requests for the WebGrants user guide can be emailed
to otdtraining@csac.ca.gov

— The Guide will be emailed to you as an Adobe Acrobat
file (file extension .pdf)

Introduction

A New Look

FeEeelE « New WebGrants Tutorial

the Roster

— A self-paced tutorial that walks users through the

Searching

the Roster functions that have been demonstrated here.

Pament — Requests for the .pdf tutorial can also be emailed to
Transactions otdtraining@csac.ca.gov

changes  * Additional Questions

Custom — CSAC Help Desk (888) 294-0148

Customizing
the Roster



